Welcome to the State Contract and
Procurement Registration System (SCPRS)
POWER POINT TRAINING
(revised 8/1/06)

INSTRUCTIONS AND SCREEN OVERVIEW




POWER POINT TRAINING
INSTRUCTIONS

*Allow 1/2 hour for training.

*Help is available by calling the SCPRS Help Desk at (916) 376-1966 or
emailing scprsadministrators@dgs.ca.gov.

*Once you have completed all seven modules, you will be prompted to access
the Registration and Training Certification screen to record your training and
receive an electronic certificate of completion.

*Remember, all contracts over $5000 are required to be input, however the
system does not prevent you from adding contracts under that amount.



Screen Overview
; SCPRS - Microsoft Internet Explorer provided by DGS - State of California Il%l@lﬁl - | ) |5|

File Edit Miew Favorites  Tools  Help

¢'E‘E":k‘""*'@ﬁ'|laﬁearch @FEWM ""“""-—'-H-—- —
After entering the URL address on your

web browser, the !
SCPRS Introduction and Log In
access screen displays.

' _,,:Iy Procurement Cae6s

Address :Ej https: /e scprs,dgs.ca.goy

%Icumﬁ,gc ali L

Log In to SCPRS

Querview

State Contract and Procurement Registration System

Training
If you are a vendor/supplier looking for bid opportunities, please go to the California State Contracts

FAQ Register.

Mgmit. Memo #03-09

Introduction

Ereview Application Be sure to view all the links available
The DES-Procurement Reform Task Forc . e of
information on state contracts and purcha from th IS SCreen. Valuable
) ] ) ] P
Updates information is at your fingertips!

YOU can access Othe r stem Updates t|:_| j-.fieva a listing of modifications, description and instructions of wpcoming quificati_uns tothe (I
INfOrMALion here, ottt e r o toesiam o v oo v ot v o
New links may be

y bystem Updates, January 5, 2004 /
added bystem Updates, October 3, 2003
as the system Scroll down for training and help
v is enhanced support information
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State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 1

NEW USER Sign in

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 1 - NEW USER LOG IN

SCPRS Introduction and
Log In access screen

Welcome to Cah / e

Address ;'Ej hikkp: e scprstrain, dgs.ca.gov

Click here to
log in as a new user

'i Wty CA

zearch

—_—

g Sire Procurement Qoes

Log In to SCPRS

Querview

State Contract and Procurement Registration System

Mgmt. Memo $03-09

Introduction

The Procurement Reform Task Force Repart recommended the development of a "contract tracking” system to provide a
centralized data base of important information on state contracting and purchasing on a "near real time basiz." This is the
first teration of the system, developed by a DG project team in consultation with valued ingput from many state
departments.

2uestions regarding Informational input and the use of the system will be sddressed in two places:

a. Uszer's guide
b. Help screens which are hyperlinked to key fields.

Or here to

Uze of SCPRS i ng designated by participating state agencies to have SCPRS access.

e ywelcome your iz neyy contracting tool. Cortact us

Click here ta log in




MODULE 1 - NEW USER LOG IN
a SCPRS - Microsoft Internet Explorer provided by DGS - State of California | I e’%l @ | @l - IE’ |i|

File Edit ‘“iew Favorites Tools  Help ﬁ
gmBack -~ = - £} ot | ‘Qisearch [G]Favorites ' Media @l Gy S
.ﬁ.ddressl j G0 | Links **| 080Snaglt
California Home =
NG 1
] ] ! 71
waeme Californias§ 5=
- o N Rl S e R ettt T A"~ .:_Z
Log In to SCPRS i Enter the
information
required
Your uzername and passyord will be emailed to the walid State of Califarnia
Address entered below
Email Address Iray.rna@dgs.ca.gw *
First Mame IRa':.f *
Last Mame IRDa *
Phaone # [s16  -j37sdEzs -
= *=Required
[ Submi \\\d\/
Ermail Adrministrator And Click
| Submit =

€] Dane \ | |4 Intermet
iﬂﬁtartl“ & t‘s] &Y |J (L) Inboz - Micros.., | (4] Pawer Paint | Mi-:r-:uscht PDWE...lI@SEPRS—Mi[r._. |@$ (Eéﬂ@ 7141 &M




MODULE 1 - NEW USER LOG IN

File  Edit %iew Favorites Tools  Help |“
Back + = v (D tat | Gisearch [EFavorites  EhMedia (4 | BN S -
Address I@ http: /10,818,157 inewuser_dk.asp j ;f'{;'GD Links **| &5naglt

California H
California Home _ Select the Agency name

wemn Californiadd $1 & RS

— e

_ R To select your
Log In to SCPRS : - : Dept.

New User This will be
validated prior
to access

Agency MName
| -Select- |

¥ click here it woll belong to zome other agency

And click
submit

(& Done I_ I_ I_ 4 Inkernet



MODULE 1 - NEW USER LOG IN

File Edit “%iew Fawaorites Tools  Help

“=Back - = - @ ot | @Search L] Favorites @Media @ | %v Show -

Address I:ﬂj hkbp:f10.8.18, 157 newuser _dk, asp

California Home
T

wenen Californiat§

Log In to SCPRS Lest Site

NHew User

Agency Mame

Procuremens”

*Sias ) WLE: You need to select

-Select- /

Department of Fizh and Game
Departtnent of Food and Agricutture
Department of Forestry and Fire Pratection

‘Department of General Services

Departtnent of Health Services

Department of Housing and Community Development
Department of Industrial Relations (Renum. from 83200
Department of Industrial Relations, Total - Abolizhed 245085
Department of Infarmation Technology

Department of Insurance (Renumbered from 22900
Department of Justice

j G0 ‘Links »| @1Snaglt
T, 2003 ﬂ
your Department
I
- futy CA
]
=l




MODULE 1 - NEW USER LOG IN

File Edit “iew Faworites Tools  Help |“
s=Back -~ = - @ ol | @5&arch (4] Favarites @Media @ | %- =8 R
Address IE:] http:fi10.8.18.157 /newuser_dk. asp j G0 | Links | 0805naglt

- - - ——— £
California Home Tuesday, May 27, 2003 J
"

. f#'elcme ta- C ali fO rni aﬁ“l :

-

r > TurSie  Procurement @s B

_
Lug |I'I tD SCPRS . r|_|1‘!.|' A

Agency Mame

IDepartmerrt of General Services j

[ Click here it wvaur agency is not listed

And click submit

=5 | I I



MODULE 1 - NEW USER LOG IN
File Edit “iew Favorites Tools  Help |

=Back » = - ) fat | Qisearch [lFavorites fMedia 4 | S S -

Address Iﬂj http:/110.58.15, 157 /newuser_confirm_dk. asp?action= j E'J;’GD

Links **

[0 5naglt ‘

California Home

o Mary 27, 2003

— You can close this application,
a go to your email in box
and from there, log into the system

Log In to SCPRS

Ouerview
User Guide
FAQ Thank you -
Your account has been created but iz not authenticated . Upon authentication, you will be
Mgmt. Memo #03-09 niotified. Your uzername and passyord have been emailed to the following Email Address,

Preview Application

ray roa@dgs .ca.goy

& e [ [ [ Tormemnt



MODULE 1 - NEW USER LOG IN / \

Dear Customer, SAMPLE EMAIL

User id: ray.roa@dgs.ca.gov N -
Password: 2PU9JF77

Please save this user information in a secure location for future reference.
Please click on the link below to logon to the State Contract and

Procurement Registration System,// —
WWW.Scprs.dgs.ca.gov You can now click on the

SCPRS link to
log iIn
Thank You _

SCPRS Administrators

AspMail 4.10 Evaluation Version. Use of this evaluation copy in a
production environment is illegal. Purchase from
http://www.serverobjects.com/products.htm Product evaluation expires: 29
May 2003



http://10.8.18.157/login.asp?UserExist=ray.roa@dgs.ca.gov
http://10.8.18.157/login.asp?UserExist=ray.roa@dgs.ca.gov
mailto:SCPRSAdministrators@dgs.ca.gov

MODULE 1 - NEW USER LOG IN

Address Ej btk e scprstrain, dgs. ca, gowlogin, aspruserexist=jackie. colins@dgs.ca.gov

weeo Californiat§ it

+-||.| e i

State Contract Procurement Registration System

ey zer

Email Address

linds langei@dos ca.gov

Passwword

Type in your

[ =ign In ]

password

Forgot Pagsward?

Management Memorandum 03-09

This registration svstem iz secure and will only allow authorized users to log-in.

Currertly, anly the eight pilot agencies are authorized.

'i r-.u'rg.r CA

And click
Sign In

.GD

Links




o N
You are now at the

8 SCPRS Training Site
wekomets Cahfornlaﬂ:‘:ﬂ Home Page.

ey I..-.---
SCPRS Home Page \
Add Contract

Add Amendment

MODULE 1 - NEW USER LOG IN

ot

¥

Address iéj hittp: v, scprstrain, dgs, ca, gov/main, asp

zearch

Contract Search

Reports Welcome to the State Contract and Procurement Registration System
Change Password
Change Profile Tare ft zide of thiz page.
User Guide ol et You can select any of these links b

_ :
quiskReferenseSuide | oxam] to maneuver through the system. fey, windaw wil
Log Off

=3=]

Quick Links
Procurement Website To register an amendment to an existing contract, select the Add Amendment link on

the left side of thiz page. A= with the Add Cordract link, all data fields provide help tesxt
by clicking on the link over the data field.

Small Business Website

|
SCPRS Question=Edits
SCPRS Enhancements

SABRC Support

_/




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

THIS ENDS MODULE 1

NEW USER Sign

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 2

FORGOT PASSWORD and CHANGE PASSWORD

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 2 - Forgot Password and Password Change

Address Ej hikkps | i, scprstrain, dgs, ca.gov

Mancdsy,

Go  Links

Mgy T4, LU

— _
e

wameo Californiaf§ SN B 20 oo
.

o et
I:i r|,|1‘!||' (]

Click here to start

iz Procurement Coes

Loq In to SCPRS

Querview

State Contract and ¥ icunement Registration System

Mgmt. Memo #03-09

Introduction

The Procurement Reform Task Force Report recommended the development of & "contract tracking” system to provide a
centralized data base of important information on state contracting and purchasing on a "near real time baziz." This iz the
first iteration of the system, developed by a DGS project team in consultation with valued input from many state
departments.

uestions reqarding Informational input and the uze of the system will be addressed intwa places

a. User's guide
b.  Help zcreens which are hyperlinked to key fields.

Uze of SCPRS iz restricted to thoze personz designated by participsting stste agencies to have SCPRS access,

W welcome your comments on this new contracting tool, Cortact us

izlick here to log in w




MODULE 2 - Forgot Password and Password Change

Address .’Ejhttp:,l',l'www.scprstrain.dgs.ca.gnv,l'lngin.asp v

wonen CaliforMiad 1

search

State Contract Procurement Registration System

Plewne Llser

Email Address

Pazaward

[ Sign In ]

Forgot Password? Then click here

Management Memorandum 03-09

Thiz registration system iz secure and will only allow authorized users to log-in.
Currently, only the eight pilct agencies are authorized,




MODULE 2 - Forgot Password and Password Change

Address |5Ej hikp: v, scprstrain, dgs.ca.gov Forgotped, asp W Go  Links **

3

N L1
RaLLy
1 L. .
- —
:I.lr i b= .:.z
W & L i
oy

I:i r|,|1‘!||' Ch

Forgot Password

Your username and pazsward will be emailed to the
valid State of Cailfarnia Email Address entered below:;

Log In to SCPRS

Emnail Address
linda lange@dgs . ca.gov @Suhmﬂ ]

Email Administrator . ]
Type in your email address

and click SUBMIT




MODULE 2 - Forgot Password and Password Change

Address .’Ejhttp:,l',l'www.scprstrain.u:Igs.n:a.gnv,l'Fnrgntpwd_chFirm.asp v Go  Links *

Welcome to {"f]]-lfnfﬂ-l AR RATY

You will need to go to your email in box to
Lamwscrs  FELFIEVE Your password, return to this screen,
and continue logging In

Thank yau -
Your uzername and pazswaord have been emailed to the fallowing Email Address:

linda lange@dgs . ca.gov )
Then click here

Click here to lod in to Iog In

Lt =




MODULE 2 - Forgot Password and Password Change

Address ;Ej hikkp: | v, scprstrain, dgs.ca.gov/login, aspPuserexist=linda.lange@dgs. ca. gov v El

ahforma_dsa Bl YL i

al
oy [ e

Training Site Procurement Qoes I

':i bty CA

State Contract Procurement Registration System

Meww Lzer
Ermiail Addrezs And click
Type in your linca lange@dgs ca.gov SIGN IN
password Password
"II-'II'| I Sign In ]

Forgat Password?

Management Memorandum 03-09

Thiz registration =ystem iz secure and will only allow autharized users ta log-in.
currently, only the eight pilot agencies are authorized.

Links **




MODULE 2 - Forgot Password and Password Change

Address |

SCPRS Hy

Add Comn

Add Ame

Contract

Reports

Change Pagsword
Change Profile

User Guide

Quick Reference Guide

Log Off

Quick Links

Procurement Website

Small Business Website

SCPRS Questions/Edits

SCPRS Enhancements

SABRC Support

You have now accessed the

SCPRS Training Main Menu
and can begin using the system

0% Traiing Site - Procurement oas
o

Welcome to the State Contract and Procurement Registration System

Toredister a new cortract, select the Add Cortract link on the left side of thiz page.

Al data fields provide 5 help text by clicking on the link over the data field, For
example, click onthe Description of GoodsiZervices link and a help swindovy wil
appear with instructions to complete that data field.

Toregister an amendment to an existing cortract, select the Add Amendment link on
the left side of thiz page. Az with the Add Contract link, all data fields provide help text
by clicking on the link over the data field.

"i hty CA




WDULE 2 - Forgot Password_ and Password Change

J =] M F [

= = = =

Address {gj httpe

PASSWORD CHANGE

If you are a new user, you will want to change your system
generated password to something you will remember.
This password does not expire.

SCPRS Home Page

add Contract
Add Amendment

Contract Search
Reports

Channe Password
Channe Profile
User Guide

Quick Reference Guide

Lo OffF

Guick Links

Procurement Wehbsite

Small Business Website

SCPRS Guestions/Edits

SCPRS Enhancements

SABRC Support

*

2]

4 H‘; Training Site Procurement (oes

':i rI.ITg.I' CA

Click here to ct and Procurement Registration System

Change passwo rd Wil Cortract link on the left side of this page.

Al data fields provide 5 help text by clicking on the link aver the data field, Far
example, click onthe Description of GoodsiServices link and a help swindovy wil
appear with inztructions to complete that data field.

To register an amendment to an existing cortract, select the Add Amendmerit link an
the left side of thiz page. Az with the Add Contract link, all data fields provide help text
by clicking on the link over the data field.




MODULE 2 - Forgot Password and Password Change

fddress

SCPRS Home Page

Add Contract

Add Amendment
Contract Search
Reports

Change Password
Change Profile

User Guide

Quick Reference Guide
Lo Off

Quick Links
Procurement Website

Small Business Website

SCPRS Guestions/Fdits

SCPBS Enhancements

SABRC Support

iEj http: i, scprskrain.dgs. ca, gov/ChangePassword. asp

e

‘

% (e el
» B '| L. :-z. 1 Ll
phe | A

Change Password Screen

Current Password

W

Go  Links *

I:i r|,|1‘!||' CA

flewy Password

Confirm Mewe Pazsword

Fill in the fields and click
SUBMIT
| Submit |

Ermail Administrator




MODULE 2 - Forgot Password and Password Change

Address ﬂjhl:l:p:,f,l'www.scprstrain.|:I|;|s.n:a.gn:uw'n:hangepwd_mnfirm.asp V| Go  Links *

e
T — i

v Californiadd 14

e i 18!

SCPRS Home Page

Add Contract

Add Amendment
Contract Search
Reports

Channe Password

Thank you -
Your passwword has been changed. f has alzo been emailed ta the fallowing email address:;

Change Profile

User Guide
Quick Reference Guide

Log off Inda lange@dgs.ca gov.

Quick Links

Procurement Website

Small Business Website

T Your password has been changed,

SCPBRS Enhancements

— you can now begin using the system.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

THIS ENDS MODULE 2

FORGOT PASSWORD and CHANGE PASSWORD

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 3

ADD CONTRACT

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 3 -Add Contract

Address |Ej httpe: v scprstrain, dgs. ca.gav/main, asp v Go  Llinks *
U A
Click here to
. : zearch
SCPRS Home Pag add Contract $itz Procurement @55 .
Add Contract . Ii Wby T
Add Amendment
Contract Search Welcome to the State Contract and Procurement Registration System
Reports
Change Password To register a new contract, select the Add Cortract link on the left side of this page.
Change Profile
User Guide &| data fields provide & help text by clicking on the link over the data field, For
ey Beiaranes Ly example, click onthe Description of Goods!Services link and & help window wil
Loqg Off appear with instructions to complete that data field.
Guick Links
Procurement Webeite To regizter an amendment to an existing contract, zelect the Add Amendmert link an
Small Business Website the left zide of this page. Az with the Add Cortract link, all data fields provide belp text
S by clicking on the link over the data field.
SCPRS Question=Edits
SCPRS Enhancements
SABRC Support
"
Eﬂl ! , . l ; E Inbarmak




MODULE 3 -Add Contract

E SCPRS - Add Contract - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help |

<aBack ~ = - (£ tat | {Q5earch  [GFavorites L4 | By S B

Address I@ htkp: [ fea, scprstrain. dgs. ca, gov/contract_add, asp j o | Links

Welcome™s (AT =

SCPRS Home Page

For field information, click on |
the title above each field iy o8

Add Contract
Add Amendment

Contract Search

Original Erﬂr Date

Reports
ey ol 2 SCPRS - Microsoft Internet Explorer

Sub-Unit Name

Change Profile

User Guide

| Opens thiswindow | ...t cioee

Quick Reference Guig

Log OFf Complete User Manual
Enter the full name of the Departmenti/Agency sub-unit. 0O NOT ABBREYIATE. For example: ement

Quick Links Divizion is a sub-unit of the Department of General Services.

Procurement Websit

Small Business Websne Description of Goodsi=ervices

SCPRS Questions/Fdit To view the User Manual click HERE

CoEencements After viewing, click BACK on the tool bar to return
otherwise you will exit SCPRS completely.

SABRC Support

—
Caurtry Phone Mumber Email &Address
United States =1* | |
wendar FEIR Small Business hicro Business Dizahled Yeteran
I @ g O oves F g O oves g O ves

@l *=Required Field  Submit | =
& | Done @Internet

R —— .
?; start r W Snaglk I R WetaFr. .. 4§ 3 Citri... = r (® Camtasi... [ * camtasi...




MODULE 3 -Add Contract

a SCPRS - Add Contract - Microsoft Internet Exp

File  Edit Miew Favorikes Tools  Help

Type in the information per field :

* Indicates the field is required, however

Back ~ = - (2} b | | “QSearch  [3 Favoritg .
Address [&) hetp:/fwww.scprstrain.das. ca.gov/contract_ad ba.sed On the ContraCt Type/COHtFaCtl ng Links
Welcome to IE . . -l
TR T Method, required fields may change.
SCPRS Home Page F r;rammg .5'1}5'8 Pmﬂuremﬂm G;-'ES _
LRI | re—
il arnzlon Add Contract
Contract Search Deptisgency Mame cwigiral Entry Date
\ |Test = - FI2TI2006
Defaults based et e -
Select One - | *
on user |0g N J i:ontra-::t Type - I%mw Date entered
Select One - | ¥
Quick Reference Guide Contracting hMethod Leveraged Cortract Mo, i nto
Loq orf LSElEC; c;:ect o 4P 0 P b LI* != dor L | SABRC Reportabl the System
ept. Contract Mo PO Mo, PIN Mo, Financed or Leased SABRC Repottable
uick Links . I ® no 1 ves Mo 7 ves *
QuickLinic ) Criginal Beginning Term Criginal Ending Term riginal Contract Amourt
——Website . ,.c r [ om=
N eW CO ntracto r B Wehsite Description of GoodsiServices _I
Info. fields drs ol =
ceifien. Contractar Mame Address Address 2 Address 3
SABRC S:A\'\th * | * | NEW featu re
City StateProvince Region/Territary Postal Code . .
I * [Calitornia - Usa == | | > ReqU|red Field

Kyeudo not know what is required when entering data, onm

click SUBMIT, the system will display a message

2] identifying the missing fields. If you selected SABRAC (y) you will be sent
to another screen to complete it and then prompted to return to this screen |
to resubmit again. (For help on SABRAC contents, click on the SABRAC

ternet

\\ support ink on the navigational summary bar) /




MODULE 3 -Add Contract

Address Elhttp:J',l'www.scprstrain.dgs.n:a.gnw‘addnewcnntractreceipt.asp v BYGo Links ®

. u.ué,'-. Wlluon

r Jmmmg Site Procurement Coss —

You are successful! A contract registration
number is assigned. Write this number on your
purchase document .

SCPRS Home Page
Add Contract

Add Amendment

Printer Friendly Yersion

Change Pri

User Guide

Quick Reference Guide A nesy contract has hee
Log Off

with the State Cortract and Procurement Registrati

act registration number iz
Quick Links 1760040503100019

Procurement Website

Click here to print

el e e WEbEilE &n Email receipt thas been sent to the follovwing e-mail address-
] ,

SCPRS Questions/Edits linda lanoed@ds ca.goy

SCPRS Enhancements

SABRCSupnodt 176004050310019- registration number defined

1760 - Department entering this registration

04 - Contract Type - This number may not appear when you begin training
0503 - month and year

Remaining numbers - randomly selected by the system

Thank You

&1 Dane # Internet




MODULE 3 -Add Contract
2} SCPRS - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help

W — i
. ) - | I : o ) I i i = -
\ </ » & | Search 7. Favorites @ Media {;1‘

Address |E:| btk f s, scprstrain, dgs. ca, gov/ addnewcontractreceipt_printerversion. asp Vl G0

A newy contract has heen registered with the State Contract and Procurement Reaistration Syatem. L Mty CA

The cortract registration number iz
17600405031 000149

Printer Friendly Yersion

An Email receipt has been sent to the foloowing e-mail address-
linda langei@dys .ca.gov

The Contractor Hame is SCPRS Chevrolet ert HEQiS‘tI‘EﬁDI‘I System.
The Dept. Contract HooPO Ho is 13333
The Total Contract Amount is $70,000.00

&£ »
SCPRS Enhancements

&n Email receipt thas been zent to the following e-mail addrezz-

SABRC Support linda lange@dys ca.gov

The Contractor Hame is SCPRS Chevrolet
The Dept. Contract HoPO Ho is 13333

The Total Contract Amount is $70,000.00

Thank You

|

& Internet




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

THIS ENDS MODULE 3

ADD CONTRACT

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 4

ADD AMENDMENT

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 4 - Add amendment
Address .’Ej bbb /e, scprstrain, dgs, ca,govimain, asp

wen Californiady $H

SCPRS Home Page .
Add Contract Click Add
Add Amendment Amendment

Contract Search

SCPRS Questions/Edits by clicking on the link aver the data field.

SCPBRS Enhancements

SABRC Support

ADD AMENDMENT

_.-r-

Reports Welcome to the State Contract and Procurement Registration System
Change Password
Change Profile To register a new contract, select the Add Contract link on the left side of this page.
User Guide
Quick Reference Guide &l data fields provide a help text by clicking onthe link over the data field, For
Log Off example, click on the Description of Goodz/Services link and & help window: wil
appear with instructions to complete that data fisld,
Quick Links
Brocurement Website To register an amendment to an existing cortract, select the Add Amendmert link on

small Business Website e |pft gide of thiz page. As with the Add Cordract ink, all data fields provide help texd

I:i r|,|1‘!||' CA

&) bitp: {ww scorstrain.dos.ca.00v addamendmentmeny.aso

& Internet




MODULE 4 - Add amendment

Address .’Ejhttp:,l',l'www.SI:prstrain.dgs.n:a.gnw‘addamendmentmenu.asp v GD Lirks *

Welcome to
e,

SCPRS Home Page
Add Contract

Add Amendment
Contract Search
Reports

Change Password
Change Profile
User Guide

Quick Reference Guide
Log Off

Quick Links

Procurement Website

Small Business Website

|
SCPRS Questions/Edits

SCPRS Enhancements

SABRC Support

Cahformad:‘r’-

"

o [l E
2 L i

Procurement Coas

Select the type of search
using the list arrow

Training Site

Add Amendment Menu Search

To zearch for a contract select options below and click onthe search buttan. This will provide v
Cortracts that match the criteria.

/

&) Done

Select the type of search you want to run Don't Specify (Find All Contracts)

.............................................................................................................. CI |Ck On
Search by Contract Registration b Search by
Seatch by Description D inti
=earch by Cortractor Mame ESCF!p 1on
Search by Contract Type Opthﬂ
=earch by Cortract Methad
Search by Dept, ContractPO Number

W

M Interret




MODULE 4 - Add amendment

SCPRS Home Page
Add Contract

Add Amendment
Contract Search
Reports

Change Password
Change Profile

User Guide

Quick Reference Guide

Lo Off

Quick Links
Procurement Website

Small Business Website

SCPRS Guestions/Fdits

SCPBS Enhancements

SABRC Support

Add Amendment Menu Search

L 'J.

Training Site

Address féj hittp: { fwvaw, scprstrain, dgs. ca, govfaddamendmentmenu, asprtype=2 v (a0

------ A

= 2
—

Wﬂfﬂmf to Cah, fornla ‘3 'r‘?'.fg";]’ Depending on the search type selecti

other information will be required.

e,

This type requires a search term.

To zearch for a contract select options belowe and click o bttan. This will provide you a list of

Cortracts that match the criteria.

Select the type of search you want to run S A by Description W

Enter your search term

n:nrvette|

Click
Search Now

Links *

on,

"

2'1 Dinne

i Internet




MODULE 4 - Add amendment

Address Ej hittp: {fwww, scprstrain,dgs.ca, goviamendmentmenuresults, asp

v | B Go

A list of ALL the Corvettes entered into
the registration system by your
Department displays

SCPRS Home Paqge
Add Contract

Add Amendment
Contract Search
Reports

Change Password
Change Profile
User Guide

Quick Reference Guide

Log Off

Quick Link=s

Procurement Website

Small Business Website

SCPRS QuestionsEdits
SCPRS Enhancements

SABRC Support

r

o

Training Site - Procurement Coes

I:i r|_|1‘!||' CA

First = Prey” . .
Click on the registration
1760040503100019 number you want

Contractor Hame : SCPRS Che to amend
Dept. Contract Ho.P.0. Ho. : 13333

Description : Corvette

Amount ; §70,000.00

1 7E00405031 00005

Contractor Hame : Doury Chevrolet
Dept. Contract Ho.P.0. Ho. : 1234
Description : Corvette

Amount : $63,000.00

=egtch
el

Printakle “erzion

Add Amendment Search Results

1 -20of 2 Records
First <=Previous 1 Mext= Last

L

I EEEEEE——————————
i




MODULE 4 - Addamendment  The Amendment Screen appears, displaying

Information from the original contract. There are
only a few required fields to complete to amend
this registered contract.

a SCPRS - Add Amendment - Microsoft Internet §
File  Edit

= Back = = - @ at | @Search [3g] Favorites

Address Iﬂj http: ffwin, scprstrain, dgs.ca. goviamendment_

Wiew  Favorites  Tools  Help

SCPRS Home Page
Add Contract

Add Amendment
Contract Search
Reports

Change Password
Change Profile

User Guide
Enter date of
amendment

SCPRS Questions /Edits

SCPRS Enhancements

SABRC Support

Small Business Website

Add Amendmea

DeptiAoency Mame

Test Agency

Sub-Unit Marme

Business and Procurement Services
Contract Type

Man-IT Goods (commodities)

Contracting Methad
CB-Infarmal

Dept. Contract MoP O Mo,

o Lontracy

Enter description of
amendment

Dept. Deledation Mo,
045354

Leveraged Contract Mo.

Amendment Beqginning Term  Amendment Ending Term

s

Description of Amendmert

PIr Mo, Financed or Leased
F o 1 ves
Criginal Encling Term Original Cortract Amount
06/30/2004 $E,700.00
Al Amendmerts Total Cumulative Total
F0.00 $5,700.00

Amendment Only Tatal

o

o Select YES if this
is SABRAC
product

SABRC Reportahble
Chg C ves *

|

(Total $ of

0.00 * \\amendment

FY

;Ix

Cortractar Mame Address Address 2 Address 3

Icharmin * I * I |

City StateProvince Redion/Territory Postal Code

| * [calfornia-Usa v ]* | I *

Courtty Phione Mumber Email Address
Urited! States = [

“endar FEIM Small Business Micto Business
joooooooon ® o © ves & o 1 ves

— =

/4 start = Snaglt | 2 MetsF...

A e - @ camta.. |

Click SUBMIT

Disabled Yeteran
o ves

o~ *-Required Field _Submit |

(ly [ ﬁ Power. .. r Inbowx ...

Camta..,

[ [ (@ mere

eEEC L6

F'EI.:

A 6 AN



MODULE 4 - Add amendment

Address iE:lhttp:,l',l'www.snprstrain.dgs.n:a.gnw’amendmentreceiptsubmittal.asp b 'GD Links *

L

When successfully entered, an amended registration
number will display adding a “.1” for
— revision 1.

Add Contract r :; Iramimg dete  FIUCUTBINBNT QUGS

Contract Search

Welcome to

Amendment Submittal Receipt

Reports

Change Password . . .
Printer Friendby Yersion

Change Profile

User Guide
Quick Reference Guide

Log Off & nevy contract amendment has heen registered with the State Cortract and Procurement Regiztration Syatem
TR U The contract amendment number is

Procurement Website 1 TE|:||:|4|:|5|:|31 |:| 1 91

Small Business Website

Write this number on your

SCPRS QuestionsEdits &n Email receipt has been sent 1o the fallowding Email amended document
SCPRS Enhancements linda lange@dgs ca.goy

SABRC Support
The Contractor is SCPRS Chevrolet
The Amendment Total is $2,000.00

The Cumulative Total for this Contract is $72,000.00

Thank You
SCPRS Administrators W

_Ehl [ione S Inteemet




MODULE 4 - Add amendment

F'.Ijljr' T, CUCE L L LA LY [l Sir i A 107 armenrmEntt e sin btk Al Sen
‘2 SCPHS - Microsoft Internet Explorer
-8 Edit Yiew Faworites  Tools  Help
M k 3 — =
'l LY 1 = A i 4 -
Open... kO | Search ¢ Favorites @ Media {;{
= Edit with Motepad
10s.ca.govamendmentreceipksubmitkal_prinkerversion, asp % (a0
St Save A5,

Page Setup...

Prink...
Prinkt Presiew, ..

= heen registered with the State Contract and Procurement Registration System
The contract amendment number iz

Send ¥ 17E0040503100019.1

I kand E k.. . . .
rpR ane =Ry o _ _ Printer Friendly Yersion

Properties gl receipt has been sent to the follovwing Email address-

work COffline lincta lanoed@dos ca.goy

Close

The Contractor iz SCPRS Chevrolet s .
The Amendment Total is $2,000.00 rocurement Fe

The Cumulative Total for this Contract is $72,000.00

Thank ¥ou YOU can pr' nt
SCPRS Administrators LT thIS VieW
< 3 [pdress- ..
S ERTSTEREEN =TT linda lange@dgs ca.goy by cl ICkmg here
SCPBRS Enhancements
SABRC Support The Contractor is SCPRS Chevrolet

The Amendment Total is $2,000.00
The Cumulative Total for this Contract is $72,000.00

Thank You
SCPRS Administrators v

& M Internet




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

THIS ENDS MODULE 4

ADD AMENDMENT

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 5

CONTRACT and AMENDMENT SEARCH

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 5 - Contract Search

fddress

SCPRS Home Page

Add Contract

Add Amendment

Contract Search
Reports
Change Password
Change Profile

User Guide

Quick Reference Guide

Log OFf

Quick Links
Procurement Website

small Business Website

. |
SCPRS QuestionsEdits
SCPRS Enhancements

SABRC Support

we[cumeta Callfornla‘a

Ej hikkpef e scprstrain, dgs.ca, gov)/main, asp

T e

:‘::'f'."‘ ml .'j

1-1\

Click here to search for
Registered Contracts or

Amendments
veeicumme w e s cunuact and Procurement Registration System

Toregister a nevy contract, select the Add Contract link on the left zide of this page.

&l data fields pravide a help text by clicking on the link over the data field, Far
example, click on the Description of GoodsiServices link and & help window wil
appear with instructions to complete that dats field.

Toregister an amendment to an existing cortract, zelect the Add Amendmert link on
the left zide of thiz page. A3 with the Add Contract link, all data fields provide help test
by clicking on the link over the data field.

Links *

Gl:l

I:i r|,|1‘!||' CA

&)

i Ioternet




MODULE 5 - Contract Search

Address féjhttp:,l',l'www.5|:|:|rstrair|.dgs.n:a.gnv,l'Fiepnrtsmenu.asp v BYGo  Links ¥

weaneo aliforni at 1 ‘- R R g
——

e

Procurement @ss [

Click on the list arrow
Contract Reports Menu Search to select the type of search
you want to run

SCPRS Home Page

Training Site

Add Contract

Add Amendment

Contract Search

Reports

Change Password . .
To zearch for a contract select options below and click on the search b

Change Profile Cortracts that match the criteria.
User Guide

Quick Reference Guide
Log off select the type of search you want to run Don't Specify (Find Al Cortracts) W

Quick Links ¥, )
=earch by Cortract Registration Mumber

Procurement Website

Small Business Website SE—'EFC"I hl:'ll DESCriFltil:lrl
=earch by Cortractar Name

SCPRS Questions Edits Search by Contract Type

SCPRS Enhancements =earch by Contract Method

SABRC Support

=earch by Dept. ContractPO MNumber

In this example,
“search by contract type” is selected

ijl [ione ﬂ Ioternek




MODULE 5 - Contract Search

fAddress iéj hikkp: e, scprstrain, dgs.ca,gov repartsmeny, asprtype=4

wometo ahforn

_

SCPRS Home Page

Links **

S

b iGn

i rp——

Based on the type of search criteria selected, specific
data may be required. In this example, a list is available to
choose from

i

i

o @ Fainmg 1w PTIICTTETITETT ©F ==
Add Amendment '
Contract Search
Reports Contract Reports Menu Search
Chanqge Password
] ct zelect options belovy and click onthe search buttan. This will pro it of
Ehan : _l;mﬁl Then Click he criteria.
Quicic .,mm] SEARCH NOW
Log Off SEle of search you vwart to run Search by Cortract Type W
Quick Links If you\ ected Contract Type, Select One. 1 - IT Goods v
Procurement Website 1 |T Gljljds
ma usiness Website ) .

small B Hebstt m 2-IT Services
I :
SCPRS Questions/Edits 3 - IT Consulting
SCPRS Enhancements 4 - Mon-IT Goods [commadities)
SABRC Support o - Mon-IT Services

£ - Mon-IT Consuting

Let’s click on Type 4 - 7 - Public Viorks
N IT Good o - & & E(Architectural & Engineering)
on- 00ds 9 - Interagency Agresment
10 - GrantziSubvention
11 - Membershipst=ponzarshipsiSubscriptions




MODULE 5 - Contract Search

Address |

SCPRS h

A list of registered contracts display. You can only |-
view your own Department’s contracts unless

SCPRS Home Page
Add Contract

Add Amendment
Contract Search
Reports

Change Password
Channe Profile

User Guide

GQuick Reference Guide

Loq Off

Quick Links

Procurement Website

Small Business Website

SCPRS Questions/Edits

SCPRS Enhancements

SABRC Support

you have been given other permissions.

»

L

If you have created an amendment, they do not display

here. You will need to access the originating entry to view.
Firat =Previouz 1|2 Rext= Laszt

17R00405031 00019

Contractor Hame : SCPRS Chevrolet
Dept. Contract Ho.P.0. Ho. : 13333
Description : Corvette

Amount : $T-’IZI,IIIIIIIII.EIE/ . .
To view, click on

You can also
print
this list

17E00405031 00017 . :
Contractor Hame : Plasma Inc. reQIStratlon #

Dept. Contract Ho.P.0. Ho. : 5555
Description : Plazma TV
Amount : F5,000.00

17E00405031 00016

Contractor Hame : Plasma Inc.

Dept. Contract Ho.P.0. Ho. : 44-4553555
Description : Plasma TV

Amount : $5 00000

1TEO0040:50531 00015 v

# Internet




MODULE 5 - Contract Search

a SCPRS - View Contract

Rl The registered contract displays. |

e e This is a view screen only. —
e No modifications can be made. A& &

SCPRS Home Page

You can also print this

Add Contract -l ® iy CA
Add Amendment View Con I’eg |St rat| on
. - Printable Yersion
Contract 5 h _
- = Deptisaency by CI ICkI ng here Oricinal Ertry Date
| T
Reports Test Agency 032772006
Change Password Sub-Unit Mamne
CAPtest
Change Profile Contract Type Dept. Delegation Mo.
User Guide Mon-T Goods (commodities) 9G-1006-00T HG
e Cortracting Method
Quick Reference Guide CA Strategic Sourcing In'rtiar/
Dept. Contract Mo P.O. Ma. - -
Log off 22-56783 If there are amendments, they will be available

B L T T— by clicking the VIEW button.
N In this example, there are no amendments.

Procurement Website 0 Add

Small Business Website
Description of GoodsfServices

- - PAPER
SCPRS Questions/Fdits Cortractor Mame Address Address 2 Address 3
SCPRS Enhancements 4 & MHNOD
City StateProvince Region/Territory Postal Code
SABRC Support A
Courntry Phone Mumber Ermail Address
United States
Wendar FEIM Sinall Business Micro Business Dizahled Veteran
000 % o 7 ves % o 7 ves & o 7 ves

2] [ @ mere

’ — - i = = - . . ~. -3 1 -
1y Start r v Snaglt r 3 metaFr. .. § 4 Citr... - [ (® Camta... [ camta.. [ 0% Power. .. 4 Inbox ... | & micros. .. '&) () &) !! B ,.: . BiS1AM
L




MODULE 5 - Contract Search

/23 SCPRS - Yiew Contract - Mig

Edit

File

Click BACK to return from this view. You will need to
click BACK again to return to the list of registered contracts.

!E
DO NOT CLICK CLOSE. It will close SCPRS program down.

@G | Links

-

odz (commaoddities])
tethod
ic Sourcing Initiative (T35

ct Mo PO Mo, Pl Mo,
\
o = o Term
Click FILE menu option
rts Total
and PRINT

/
PAPER
Contractor Mame Address
J & M MOD
City StateProvince

CA

Country Phone Mumber
United States
Wendor FEIM Small Business
w0001 % pa © ves

Dept. Delegation Mao.
9G-1006-DOT H21

Leveraged Contract Mo,
1-00-20-06
Financed or Leased

& o ves

Original Contract Amount
$123,456.00

Cumulstive Tatal
12345600

Address 2
EedionuTerritary
Email Address

Micro Business
& pa 7 ves

Crricginal Endry Date
03/27/2006

SABRC Reportable
g O ves

Address 3

Postal Code

Dizakled Yeteran
@ pa 1 ves

=

[ snaat | 3 metarr...

14 start

Y 4ct.. +| @ Camta..

[ -
\* Camta...

| i’ Power, .,

r Inbox ...

A

r E Micros. ..

@ 2L 5 s534M



State Contract and
Procurement Registration System (SCPRYS)
Training Demonstration

THIS ENDS MODULE 5

CONTRACT and
AMENDMENT SEARCH

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration
(revised 8/1/06)

MODULE 6

REPORTS

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 6 - Reports

fAddress féj hikkp:  fwaane, scprskrain, dgs.ca,govmain, asp

wees Californiafd H2

i

SCPRS Home Page
Add Contract

Add Amendment
Contract Search
Reports
Channe Password
Channe Profile
User Guide

Quick Reference Guide

Loqg Off

Quick Links

Procurement Website

Small Business Website

SCPRS Guestion=FEdits

SCPBRS Enhancements

SABRC Support

Training Site - Procurement @Es

Click here to run
Reports

tract and Procurement Registration System

To regizter & newy contract, select the Add Contract link onthe left zide of this page.

)l data fields provide  help test by clicking on the link over the data field, For
zxample, click on the Description of GoodsfServices link and & help swindow will
sppear with instructions to complete that data field.

To regizter an amendment to an existing contract, select the Add Amendmendt link on
‘he left side of this page. Az with the Add Contract link, all data fields provide help text
2y clicking onthe link over the data field.

Ii r|,|1‘!||' CA




MODULE 6 - Reports

a SCPRS - Contract Reports - Microsoft Internet Explorer

File Edit Wiew Fawvorites Td

@Back-*'@ﬁ'l

Address I@ https:f e, scprs.dgs

SCPRS Home Page
Add Contract

Add Amendment

New Parameter
“Beginning date”

Quick Links

Procurement Webs

SCPRS Enhancements

SABRC Support

r Procurement €oss

Small Business Websit:

|
SCPRS Questions/Edits

=171 x|
The Reports Screen displays. Select or type in -
the desired criteria o B

® wyca

SCPRS Contract Reports

Make your selection from the choices given below and click on 'Get Report' to get a report based on

cortractsizmendments informstion.

Reporting Agency IDepar‘tmerft of General Services LI

Contract Type ISeIed ane ;I
Select One ar More ﬂ
All Cortracting Methods

Cantracting Method 1 - Do Mot Use - (Formerly Competitive Bid (CET)

2 - Mon-Competitive Bid (MCB) =7

Cortract Rea. Mo, | Dept. CofractPO Mg, |

Contractor Mame | Leveraged Caortract Mo, |

inancedil eased il Business Type | Zelect One =]

atter: | [
- o @ Once you have entered the selected
Cumuistive Cortract 3 From 5. | criteria, click on GET REPORT
Report Type & List Summary —

FEepart Faormat ¥ On Screen

" Excel Spreadzhest ™ Text File

Get Report | Clearl

€]
igStart”J -] “ (3] sepreg

| (L) Inbios - Micrasoft | I@SEPRS - Contra...

l_l_la_|ﬂ Internet
REEE =0T Y T

£ |5AERC Suppart B, | (& Moduleshizy




MODULE 6 - Reports

Tk

Fo p—

Q Bac

Address |@

To Close this view, click on BACK
or select an other link listed on the
left side of the screen.

mug

Quick Reference Guide

Log Off

Original
Contract
Amount

$60,000.00

Quick Links

Reqgistration #

Entry Date

Procurement Website

Small Business Website

17600405031 00005 | /62003

SCPRS Guestion=FEdits

SCPBRS Enhancements

Total Contracts =1
Total of all original Contracts = $60,000.00
Total of all Contracts and Amendments = §

SABRC Support

Based on the criteria selected,
a report will display

Go  Links *

Summary | Detai

Ho. of Cumulative Total Report Report

Amendments S Type Type
Amendments v v

1 $E0,000.001 Summary Dretail

By selecting the Blue Underlined
Captions, you can view specific
details of the report.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

THIS ENDS MODULE 6

REPORTS

Press ESC (escape) on your keypad
to close this module. You will be returned
to the Training Menu, then click on the next module.




State Contract and
Procurement Registration System (SCPRS)
Training Demonstration

MODULE 7/

HELP, Log Off, and Request Corrections/Edits

Training URL address:
http://www.scprs.dgs.ca.gov




MODULE 7 - HELP, Log Off and Request Corrections/Edits

a SCPRS - Microsoft Internet Explorer

GBack -+ = - (D tat | fQhsearch (G Favorites £ | By S i

Be £ yew Fates Dok teb HELP DEMONSTRATION

Address Iﬂj hiktp: f v scprskrain.dgs, ca.govfmain.asp

elcome to

SCPRS Home Page

Add Contract - .
New links:
Add Amendment . |
Lillady ou can contact SCPRS for assistance, [Hialiy
Contract Search ATTEHTI
Reports .
o (farmia
Change Password Integrated YWaste b 1 F ampaEign
[SABRC) chata. Log YES MO option. The system will automstically take
Change Profile you through the £ available for the reportable data.
User Guide
Updates to tl k Links will be available soon .
Quick Reference Guide
Log Off If wiou ha Bdiate questions, choose the "SCPRS Questionz/Edits" link located
tothe Iy dage of you may cortact the SCPRS Administrator, Jackie Colling at
) ) (918
Quick Links
Procurement Website Ou for your patience. ..

Small Business Website

Look here for the Mew and Improved System Moditications:.

SCPRS GuestionsEdits

%CPRS Enhancements To register & new contract, select the Add Cortract link onthe left side of this page.
SABRC Support Al data fields provide & help text by clicking on the link over the data field, For example,

click on the Description of GoodsiServices link and & help window will appear with
inztructions to complete that data field.

To register an amendment to an existing contract, select the Add Amendment link on
the left side of this page. As with the Add Contract link, all data fields provide help text
by clicking on the link over the data fisld.

=

@ Internet




MODULE 7 - HELP, Log Off and Request Corrections/Edits

File  Edi

HELP brings you to the Agency Users Manual

Click here
to close

Address | @] http:/fwww.pd.dgs ca.gov/scpreg/default htm

Selling to the State Users Manual - State Contract Procurement Registration System (SCPRS)

Direct Purchases

Agency Users Manual
Assisted Purchases State Contract Procurement Regi
Financial Marketplace Procurement Divil  Select a section of the User manual you
May 5, 20 want to view.

Transportation

Materials
Records Management Table of Contents
Consulting
o Section 1 Introduction, Log-In, Password, Contact Us
M Section 1a  Introduction {continued)
Policy & Procedure Section 2 Welcome
Publications gecgan ga Eetljr:c@met (cr:;ntinued]l
ection ontrac
ko Section 3a  Contract (continued)
- Sed![m 4 Add Amendment . To Print this manual, select
_ Sectionda  Amendment {continued) one of the download options
These links take you Section5  Query/Reports
to various web sites Section 5a  QuenyReports (continued)
within DGS
_ Download the entire 50 page document at one time:

PDF format (2. /MB); or ZP format (2 SME)




MODULE 7 - HELP, Log Off and Request Corrections/Edit

23 SCPRS - Microsoft Internet Exp

File Edit “iew Favorites Tools LOG O F F - D E M O N STRAT I O N l"

@Back - \_/'I \ﬂ @ _l\] j.JSearch i:{ Favorikes @Media Q‘} <] - h.; 3
Address @http:,l',l'www.scprstrain.dgs.ca.gnw’main.asp v

.

X
L
n W
%

w5

SCPRS Home Page

Add Contract

Add Amendment
Contract Search
Reporis

Change Password i ) i i
To register & newy cortract, select the Add Contract link on the left zide of thiz page.
Change Profile

tser Gulde Al data fields provide a help tesd by clicking on the link over the data field, For
Cuick Reference Guide g L

example rvices link and a help windowe will
Log Off

Quick Links\L Click here to IOg off
Procurement Website To I’Egi

the left side of thiz page. Az with the Add Cortract link, all data fields pravide help text
by clicking on the link over the data field.

Small Business Website

I
SCPRS Questions/Edits
SCPRS Enhancements

SABRC Support

54

&) & Internet
'f-f start eEcwoeogO®@r | Microsoft PowerPoint ... =8 SCCPRS - Microsoft Int, .. 125 AM




MODULE 7 - HELP, Log Off and Request Corrections/Edits

A SCPRS - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

. \ * '_‘J e . i
Qe - ) (%] [Z] (0 O sach 7 ravortes @@ ed ( Or here to close

L]

L W
- #
L
n B
w &
==

You have been logged off the SCPR

Click on thisAnk to log back on.

This screen displays you have logged off SCPRS. ]

You can click here to log back in

&o0:= R | & Internet




MODULE 7 - HELP, Log Off and Request Corrections/Edits

a SCPRES - Microsoft Internet Expl

sws-» 905 ] REQUEST CORRECTIONS/EDITS —

Address I@ htkp: f e, scprstrain.

~| e |L1'nks
]

elcometo { (A11T€ 5 - - '
&' Cal J ~( All corrections within SCPRS screens have to
be made by the SCPRS Administrators.

SCPRS Home Page

Add Contract Any corrections required at the SABRAC screen
Add Amendment elcome to the Must be corrected by CIWMB Administrators
Contract Search ATTEHTIOH ALL SCPRS CUSTOMERS
Reports
The SCPRE has recently added a newy feature that will allovy you to report California
Change Pazsword Integrated Waste Management Board (CWAMEBE) State Agency Buy Recycled Campaign
[SABRC) data. Look for the SABRC YES MO aption. The system will automatically take
Change Profile wiou through the figlds that will be available for the reportable data.
User Guide
Updates to the SCPRS Quick Links will be available soon ..
Quick Reference Guide
Log Off It wou have any immedi it link located
o the left of the page o Ckie Collins at
Quick Links (916) 376-19565. CI ICk here to
Procurement Website Thank you for yo requeSt CorreCtlonS
Small Business Website /
| here for the Mew and Imoroved Syetern Wodification
SCPRS Questions./Edits ] \
To register & ne Click here to of thiz page.

SCPRS Enhancements i
request assistance for L. For example,

click on the Description SAB RAC _ yOU W| ” appear with

instructions to complet

SABRC Support

Be connected to CIWMB
To register an amendm dimert link on
the lett side of this pag Su pport jrovide help text
by clicking on the link over _

Q Done @ Internet
- . 5

w2 Snaglt r 2} MekaFr. .. § 4 Citr.., - [ @ camta... [ @ camta... [ % Power... [ & mbox ...




MODULE 7 - HELP, Log Off and Request Corrections/Edits

]

=

I, sCprstrain.dgs. ca, govcomments/defaulk, asp v E’Gn Links *

SCPRS - Comments e

Thank yau for taking the time to give us feedback onthe SCPRS web site. If you are making a comment about &
specific page, the page number can be found in the burgundy bar directly below the search box, all the way to the
tight (the number on this page iz 325, look for the red arrow). Just fill out the farm belowe and click on the submit

buttan.
)

Page Mumber (if applicakle)

Wy comment concerns:

A Errar

cuestion On Page . . .
d Enter pertinent information.

Cther Prablem wwith Page

General Site Problem

[ weould like to change some
information on & contract ar
amendment that | ertered

®@ O 00O

Comments

Max Length = 500 Characters

f

Once you have submitted it, the SCPRS
administrator will respond




MODULE 7 - HELP, Log Off and Request Corrections/Edits

Address @jhttp:,l',l'www.sl:prstrain.dqs.ca.guv,l'cnmments,l'thankynu.asp v BlGo Lirks ®

e .-.n.-l-_.

wanen Californiadd SRR s i
I

I:-'- r|,|1‘!||' CA

SCPRS Home Page E Training site Procurement

Add Contract

search

Add Amendment

Contract Search SCPRS - Comments
Reports

Change Password Thank You for submiting your comments. & meszage has heen sent to the email addrezs wou logged in with and the
SCPRS Administrators,

Change Profile

User Guide

Quick Reference Guide
Log Off

Quick Links / \
Procurement Website

You have successfully submitted the

Small Business Website

|
SCPRS Questions.Edits req uest-
SCPRS Enhancements

SABRC Support

You can now select other links to continue

working in the system, or log off.
N -




CONGRATULATIONS!

You have successfully completed the
SCPRS Training Demonstration

TO RECORD YOUR TRAINING and
RECEIVE A CERTIFICATE OF
COMPLETION

Return to the Training Main Menu and click on the
Registration and Certification Training Link
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